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This checklist highlights the Menu Items, Components, and Pages necessary for basic
initial processing. The checklists focus on the most common general situations. For
specific detail see relevant manual.

HR/Payroll Checklist for Termination

HR: (Navigation: Administer Workforce> Administer Workforce (GBL)> Use>Job Data)

Termlnatlon (Work Iocatlon tab) Work Location Y Jab Information © JobLabor ©~ Payoll  \ SalanyPlan  Compensation
e Insert an effective dated row ; LA UL ———
(d ay after last d ay wor ked ) Employee Status:  Active - Date Created: 09/182003 =]
H H *Effective Date: 08/19/2003 Effective Sequence: |0 *Job Indicator: | Primary Job j'
Enter approprlate éCtIOI’l Action /Reason: | Hire E I_-@
[ nter appropriate Reason carent
' p p p Position Humber: ﬂ Position Entry Date:
Save H Overtide Position Data ™ Position Management Record
*Regulatory Region: US4 Q] United States
*Compaty: l_ 4
*Business Unit: 11000 ﬂ Ofice of Mgrnt & Budget
*Department: g Department Entry Date:

Location: ﬂ
Supervisor ID: 4
Reports To: ﬂ

D
Establishment ID: Ql
| Petsanal Data Job Data Emplovment Data Eatnings Distribution Beneflts Program Participation
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Payroll:

(Navigation: Compensate Employees> Maintain Payroll Data (US)> Use>Direct Deposit)

The Suppress DDP Advice Print box needs to be unchecked upon termination. The employee
will then receive a printed DDP Advice.

Home = Compensate Emplayees = Maintain Payroll Dﬁ‘a (UB) = Use = Direct Deposit

f Direct Deposit

Add an effective dated row _
(1% day of the termination month) | EEEIS I IS
UnCheCk the bOX for *Effective Date: ppoio1/2005 ‘Status: | Active v Suppress DDP Advice Print =

Suppress DDP Advice Print e e

Priority: 1 EE=
Bank ID: Y]

Accounti:

® Checking

O savings

‘Deposit Type: Balance O lssue Check

% Net Pay/$ Amount:

Prenotification Status: Completed Prenote Date: Prenotification Reqd

This data was last updated Qnline Usr Data last updated on 10/10/2005
by

& save]  [QlReturn to Search

efrash A Include History) ([ Corract History

Benefits Administration:

For specific detail, see Benefits Administration Manual, or Event Maintenance Exercises in
Benefits Administration Manual.

1. Verify BAS Activity (navigation: Compensate Employees>Administer Automated
Benefits>Use>BAS Activity).

2. Assign events to a schedule (This is a centralized activity run by NDPERS a minimum
of three times per day.)

3. Validate Process Status and Prepare for Finalization (navigation: Compensate
Employees>Administer Automated Benefits>Use>Event Status Update or processing
Controls Update).

4. Finalize/enroll (navigation: Compensate Employees>Administer Automated
Benefits>Process>Run Control).

5. Verify Base Benefits Termination (navigation: Compensate Employees>Administer
Base Benefits>Use {health plans, life and add, leave plans, etc.})
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